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Presentation Notes
Quality data, like quality students, come from schools. While it is undeniably harder to teach a student than it is to collect statistics,

there are procedures that can help us achieve our goals in both cases. Recently, there has been a growing awareness that effective

teaching, efficient schools, and quality data are linked. The quality of information used to develop an instructional plan, run a school,

plan a budget, or place a student in a class depends upon the school data clerk, teacher, counselor, and/or school secretary who enter

data into a computer. With that in mind, the focus of this guide is on data entry — getting things right at the source.





Quality Data

Decisions made from 
the classroom to 

the principal’s office 
to the state legislature 

depend on the quality of the data that 
 is collected and reported.
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Teachers use data about a student to make the right decision about that student’s instructional needs

Principals are able to track student and teacher progress, and feel confident that the goals established by the district are being met or that they are alerted to problems that obstruct progress

Data allows the OPI to plan and manage effective educational programs 

State legislature ask for data analysis to know when resources actually make a difference in education



Currently data reported through the AIM system is used in calculating Adequate Yearly Progress, American Indian Achievement Gap Payment, graduate and dropout rates, legislative data requests, and Federal reporting of enrollment, attendance, graduation, Title I, CTE, Homeless, LEP, … and everything else.  Eventually state funding for ANB.





Quality Data Process
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“Quality data” is not something that just occurs when the school secretary hits the right number on a keyboard. It is a process. We need to pay attention to this process involved in collecting and reporting the data because as we’ve just mentioned, the information derived from school data is very important.



The intent of data collection is to produce information that reflects reality — that lets us know what is actually happening in a school. It is important for all staff members to understand the issues involved in data collection and data entry and to recognize that those issues reflect the values of the organization. Based on an analysis of these processes, we can work toward developing a “Culture of Quality Data” that will result in good information.





What is a 
Culture of Quality Data?

• A belief that good data are an integral part 
of teaching and learning

• A belief that everyone in a                               
school is responsible for                      
quality data

• A belief that we can create orderly 
information from disorderly settings
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This phase represents a basic principle that everyone whose job affects students has a role in ensuring data quality.  Additionally, a Culture of Quality Data places a high value on the work that people do to enter or report that data.  By valuing their work, the data will be more accurate. Because good data are as much a resource as staff, books, and computers, a wise education system is willing to invest time and money in achieving useful information and respects the effort taken to produce it.



Schools and districts aren’t the only players with a stake in quality data. State education agencies (the OPI) also needs quality data to

assist in the decision making process.



The OPI works collaboratively with other SIS vendors, and districts to establish sound, practical procedures for data collection and reporting;

• Reporting requirements are reduced by consolidating requests for data through interagency cooperation within the OPI

and

• new data elements are created using interagency standards. 

Everyone in the education community has a stake in getting and using reliable information.





Components of Quality Data
• Policies and Regulations
• Standards and Guidelines
• Training and Professional                                 

Development
• Timelines and Calendars
• Technology                                               

(Hardware + Software + Network)

• Data Entry Environment
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So, enter good data.  



We do not believe that a “one-shot” directive to staff telling them to be more accurate will be successful. Building quality data is a process that requires collaboration and a clear understanding of interdependent roles.  This  “Culture of Quality Data” begins with the data entry process in a school.  People who rely on reports must be able to trust that information is accurate, that the confidentiality of student records and the integrity of the data are secure, and that they’re getting the right information to answer their questions.  I want to discuss some common principles or components that can increase the accuracy and value of your school’s data.  
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Policies and Regulations

• Accurate data are necessary to meet the 
requirements of federal, state and district 
policies and regulations

• Policies developed collaboratively with 
those responsible for data entry and 
collection at school will foster a Culture of 
Quality Data
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The data steward, or data coordinator, can create a collaborative environment where the creation of new policies would include

staff responsible for developing reports or information;

representatives from the technology group;

representatives from the schools involved; and

staff who are responsible for data entry.



If you have a Culture of Quality Data in your school, it is easier to meet the policy and regulatory demands of the various agencies

that require information because you have:

clear standards and guidelines for data quality;

school staff with the needed skills and information to enter data correctly;

 workable calendars and timelines to make sure the data are available when needed; and

technology support in place to support these efforts.



Standards and Guidelines

• Standards and guidelines tell us now to 
implement policies and regulations

• Establish requirements for timely, accurate data; 
develop standards and guidelines that 
encourage quality; and use the resulting 
information to make data based decisions

• Provide opportunities for those who enter data to 
give feedback about the work that they do and to 
be involved in establishing the guidelines for 
data entry
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Standards are the values or principals followed as a school moves toward achieving a Culture of Quality Data.  Some standards include: 1) An acceptable error rate, 2) turnaround time for information requests, 3) security measures must be in place



Guidelines describe the procedures for meeting these standards. For example, a standard might require that 100 percent of the items on an enrollment form be completed, while a guideline might describe the process followed when data are found to be missing.



Use a group of staff members to support the development of these guidelines that: 

describe the process to follow when an error is discovered in a report;

state who will be responsible for notifying the school if errors are discovered;

determine who will follow up on the initial notice of a problem; and

determine what reports or other assistance will be provide to schools as they try to correct errors.



Involve teaching staff.  Data-based decision making has become a mantra for the education community, and teachers are the ones that make the instructional decisions



Training and 
Professional Development

• Effective professional development can 
link the entry of data to reports created 
and to the instructional program

• Share copies of reports                                    
or other information that                                   
result from the data entry                              
process
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Sharing reports demonstrates that the work data entry staff do is valued.  When staff are aware of the importance of their work, it is likely that the outcome (e.g., the reports or information) will be more accurate.

For example, teachers, administrators, and other staff need to know the relationship of

• enrollment data to appropriate placement in classes;

• timely reporting of student attendance to the ability of the school to notify parents of absentees;

• accurate and timely entry of grades to the ability of the school to generate reports to parents; and

• free and reduced-price lunch data to schools’ eligibility or funding for student nutrition programs, Title I services, 

If professional development for staff responsible for data entry is to be effective, the training

will consist of more than a recitation of the keystrokes needed to complete a rote task



Timelines and Calendars

• Control the workflow and to make sure 
that staff knows what is expected during 
the school year

–Develop a specific data 
entry plan for those times of 
the year when an “enrollment 
crush” will take place or 
when student grades must 
be entered 
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Districts, like schools, are often at the mercy of deadlines that others have set.

People who work at schools have to meet multiple deadlines during the year, and these deadlines often fall on the same date.  A calendar indicating when data entry must be completed and the dates that reports are due will assist schools in meeting deadlines, both internal and at the state level.  It is important for everyone who works with the data to participate in determining the calendar. This includes the technology department and the data clerks. Planning for the “crunch times” will make the entire data quality process go more smoothly.



The data entry and reporting calendar will be helpful to the school’s technology staff. The calendar will let staff know when to expect

a greater use of the computer systems for data entry. This alerts them to schedule server maintenance before or after times of peak

activity and to augment help desk personnel to meet increased needs.



When staff is informed about the purpose of the data collection, their understanding of the process will enable them to perform at a higher level of competency.







Technology 
(Hardware + Software + Network)

• Technology exists to serve the needs of 
the district and school 
– Involve the technology staff in planning for 

data collection and reporting

• System security is 
important when working 
with data
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This is true, even though it may seem at times that the needs of the machines take priority over getting the work done.  Data quality depends on how user-friendly the systems are. 

When the data entry screens are confusing, there is a greater possibility of data entry errors. When you think about data entry systems, realize that they do not need to be static. There is always room for improvement. When the people entering the data have recommendations for change, support those requests.



Involving the information technology staff in the development of a data entry or data reporting calendar allows them to adjust schedules to meet the needs of the greater school community. They can schedule extra support personnel, as needed, and can arrange for maintenance to be carried out at times of low system use. 



The need for system, or computer, security cannot be emphasized strongly enough. Security is necessary to protect information about students and staff.  



The use of passwords is important for securing the privacy and confidentiality of student and personnel information. Guidelines for

the use of passwords might include the following:

• Make sure that your password consists of both alphabetic and numeric characters.

• Do not share or “loan” your password to another person.

• Change your password frequently.

• Memorize your password instead of writing it down.





Data Entry Environment

• Data entry can be more efficient and 
accurate if there is a regular time set aside 
for data entry work

• The place for data                                             
entry is away from                                            
high traffic areas
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It is difficult to meet the goals described on this slide.  Staff have competing jobs that need to be done.  Many times, the area for data entry is the same space used for every other task in the school office.

It is very unlikely that a school has an ideal space for data entry. There is always something happening to

distract attention from any one task. When is an office, workroom, or classroom free from interruption? The best that we can hope for is that staff will try to limit interruptions and that the school will provide an appropriate space for the person who is entering the data.

It is important for staff to think about ways to improve their data entry environment.  



Questions to Ask
• Are data entry and collection valued tasks?
• Do staff understand why data are being 

collected?
• Do staff see the reports that are created from the 

data that are entered?
• Do the data entry staff understand how the 

teachers use the data to enhance the 
instructional program for individual students?

• Do staff know how much money is brought into 
individual schools and the district because of the 
data that are entered?
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Some of the questions you might want to ask when you think about data quality include the following:



The components of a Culture of Quality Data include the need for data to be accurate,

to be secure, and to serve a specific purpose. It is clear that “the quality of the data becomes increasingly important as decision

makers at all levels inside and outside the organization begin to use data to inform decisions”



Summary

Effective policies, guidelines, professional 
development, and efficient environments are all 
earmarks of a school or district that values data 
quality. 

Like the creation of any other                                  
successful program, the                                         
creation of a quality data                                      
system takes time and                                           
requires the development                                        
of a systematic process.
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It is understandable that these conditions will not develop overnight.



When an effective data entry and collection environment exists, staff will spend less time and money correcting data errors and more

time on other tasks, such as the instructional program. This can happen when all those involved in the collection and use of data are

communicating, when all those involved respect the contributions of the staff who enter the data, and when all staff

understand how the data are used. In fact, it depends upon building a Culture of Quality Data.
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